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Directions for Completing Exercises

Within in each chapter you will find exercises to complete.  Write enough to complete the function/task in the selection process.  Be sure your response demonstrates your knowledge on the subject without being excessive. 

Use your computer to respond to each exercise, recording your name, department/institution, date and answer(s).  You may want to write your answer on a separate piece of paper first, and then when you are sure of your answer, type it in the answer space provided. 

When you have completed all exercises for this manual, e-mail them to Jennifer.Clayman@state.co.us.   A “report card” will be issued when all exercises/quizzes for all manuals have been completed. 

Ms. Clayman will notify you about the results of your exercises.  Do not be surprised if you are requested to redo an exercise, being more specific or elaborate.  Putting ideas and concepts in written form which can be communicated to readers is an important competency for human resource practitioners.

Name: ______________________________

Department or Institution____________________________
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FILLING A VACANCY – GETTING STARTED

EXERCISE 1

You have received a request to fill a General Professional position for the Department of Money.  Discuss how you would prepare for the initial meeting with the Appointing Authority.  Seven documents you might use in preparation were identified in the previous section.  Discuss why and how each could be used in preparation for your meeting.

Name:_______________________________

Department or Institution_________________

Date:

FILLING A VACANCY – Writing a Job Announcement

EXERCISE 2
You are filling a General Professional III position for the Department of Money.  You have met with the Appointing Authority at which time you conducted a job analysis, determined the method that will be used to fill the position and the recruitment strategy.  The decision was made to fill the position with an open competitive examination.  Your task is to write the job announcement that will be posted.

Following is the information you gathered during the job analysis.

General Information – The Department of Money has a General Professional III position to be filled at that level.  The working title is Human Resources Specialist.  The employee who had occupied this position retired and is not available as a resource person.  The position is part of a seven member self-directed team.  The position has been vacant for three months and the manager wants it filled immediately.

Minimum Qualifications   Bachelor’s degree from an accredited college or university and two years of professional human resources experience in job evaluation and selection that included job analysis and exam development
Desired Qualifications
State of Colorado Personnel Certification in Job Evaluation and/or Selection or equivalent certification from a recognized Human Resource Training Program (e.g. SHRM).  If not certified must completed certification during probation period.

Desired Competencies
Problem analysis and decision making



Interpersonal skills



Customer service



Verbal and written communication



Strong interest in being part of a self-directed work team

Nature of Work 

Provides services to over of 2,000 employees in 15 non-decentralized agencies and the Department of Human Resources.

Selection work that includes:

· Advise about best method of filling vacancies;

· Recruitment;

· Job analysis;

· Examination development;

· Exam administration and scoring;

· Consulting

Job Evaluation

· Allocation review

· Organizational structure and planning

· Consulting

Training and consultation:

· Human resources

· Organizational dynamics

· Personnel rules and procedures

· Compensation issues

Employee Relations

· Training

· Grievances

· Corrective and disciplinary actions
· Leave administration (FMLA)

· Worker’s compensation

· Compensation (FLSA, Shift differential, overtime)

Write the job announcement that will be posted for this position on the Internet.
Name





Name: 

Department or Institution_________________

Date:








FILLING A VACANCY – Exam Process

EXERCISE 3

You are filling a General Professional III position for the Department of Money.  You have met with the Appointing Authority at which time you conducted a job analysis, determined how the position will be filled, the recruitment strategy, and announced the position.  The position was announced as an open competitive examination.

Your task is to determine the examination plan.  The following information, as well as the rationale for the decisions you made, should be included in your response:

1. The component(s) of the exam plan and the weight(s) of each.

2. The factors/competencies to be measured in each components and the weight of each factor/competency.

Use the following information to complete the task:

· 75 applications were received;

· 57 meet the minimum qualifications as announced; 18 did not meet the minimum qualifications;

· Applicants are located throughout the state;

· You have access to 11 qualified SMEs;

· The position is part of a self-directed work team.

· Nature of the Work:

· Provides services to approximately 1000 employees in Department of Money offices located throughout the state.

· Selection work that includes

· Advising Appointing Authorities on filling positions

· Recruitment

· Job analysis

· Examination development, administration & scoring

· Job Evaluation work 

· Allocation review that includes organizational structure and planning

· Training and consultation

· Human resources

· Organizational dynamics

· Personnel rules & procedures

· Compensation issues

· Employee Relations

· Training

· Grievances

· Corrective & disciplinary actions

· Leave administration (FMLA)

· Worker’s compensation

· Compensation (e.g., FLSA, shift differential, overtime)

The following chart was developed after the job analysis:

	KSA
	Criticality
	KSA
	Criticality

	Written Communications
	4.5
	Consultation
	3.5

	Reasoning
	3.5
	Employee Relations
	4.0

	Oral Communications
	4.5
	Rules, Regulations, Procedures
	4.75

	Planning and Organizing
	3.5
	Personnel Principles, Practices, Procedures
	3.5

	Interpersonal Skills
	4.0
	Establish Priorities
	3.0

	Problem Analysis
	3.25
	Quality Assurance
	4.0

	Decision Making
	4.5
	Statistical Analysis
	3.0

	Customer Service
	5.0
	Test Admin Principles & Practices
	4.0

	Job Analysis
	4.5
	Test/Measurement Theory & Methodology
	4.0

	Selection
	4.0
	Use of HRIS
	3.0

	Job Evaluation/Position Classification
	4.0
	Conflict Resolution
	3.0

	Recruitment
	4.0
	Documentation/Record Keeping
	4.5

	Training
	3.75
	
	


A reminder of your task:  Determine the examination plan.  The following information, as well as the rationale for the decisions you made, should be included in your response:

1. The component(s) of the exam plan and the weight(s) of each.

2. The factors/competencies to be measured in each component and the weight of each factor/competency.
